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Higher Ed to Higher Ed Transfers: True 

Transfers Defined 
 

• An employee leaving the University of Tennessee or  

Tennessee Board of Regents agency to join another 

Higher Ed agency without a break in employment is 

considered a true transfer. The employee will NOT be 

required to meet a new eligibility period (one full 

calendar month requirement is waived). 

 

• A true transfer occurs only when an employee leaves an 

agency one business day and starts with the new agency 

the next business day. 
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Example of True Transfer 

 

• Employee leaves one agency on Friday, May 31st and 

starts with the new agency on Monday, June 3rd 
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Other Transfer Examples 

• Employee leaves one agency on Friday, June 7th and 

starts with the new agency on Monday, June 24th 

 

• Employee leaves one agency on Friday, June 28th and 

starts with new agency on Monday, July 8th 
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Higher Ed to Higher Ed Transfers: eForms and 

Billing 

• As the hiring agency - Enter the Hire eForm after 

billing has confirmed 

 

Example: Hire date is June 24th; Hire eForm should be 

entered July 2nd with a June 24th hire date  

 

• As the losing agency - Approve the Hire eForm after 

billing has confirmed  
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Termination Information 

• Action/Reason Code – Termination/X-Benefits Higher 

Ed Transfer should be used for true transfers or 

transfers that occur in the same calendar month.  

 

• Action/Reason Code – Termination/X-Benefits Emp 

Resignation should be used for someone with a gap in 

employment that crosses months, if you are unsure if 

they are transferring, or if you know they are not 

transferring. 
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Higher Ed to Higher Ed Transfers: Who 

pays for what? 
 

 

• True Transfer: Leave one agency on Friday, May 31st and 

start with new agency on Monday, June 3rd  = Gaining 

Agency Pays 
 

 

• Transfer within the same month:  Leave one agency on 

Friday, June 7th and start with new agency on Monday, 

June 24th = Losing Agency Pays 
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Higher Ed to Higher Ed Transfers 

eForm Process 

• Search for a Person in Hire eForm 
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Higher Ed to Higher Ed Transfers 

eForm Process 
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Higher Ed to Higher Ed Transfers 

eForm Process 
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Higher Ed to Higher Ed Transfers 

eForm Process 
 

 Important Note: If you get this email, DO NOT terminate the employee 

On the  Non-Payroll Job Data page.  It WILL cause issues. 
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Higher Ed to Higher Ed Transfers 

eForm Process 
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Higher Ed to Higher Ed Transfers 

eForm Process 
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Higher Ed to Higher Ed Transfers 

eForm Process 
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Higher Ed to Higher Ed Transfers 

eForm Process 
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Higher Ed to Higher Ed Transfers 

eForm Process 
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Higher Ed to Higher Ed Transfers 

eForm Process 
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Higher Ed to Higher Ed Transfers 

eForm Process 
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Higher Ed to Higher Ed Transfers 

eForm Process 
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Higher Ed to Higher Ed Transfers 

eForm Process 

 


